
Sample Plan for Public 
Speaking Coaching

 

Coaching can strengthen the public speaking skills of your Teen Pregnancy Prevention (TPP) Program 
staff, including project leaders, facilitators, and others. Coaching entails a series of sessions between a 
staff person (the coachee) and a supervisor or mentor with relevant knowledge or experience (the coach). 
 

Instructions: Use this sample plan to guide your coaching sessions. Take note of the considerations 
below, and modify the plan to meet each coachee’s unique needs, goals, and preferences.  
Review the public speaking resources at the end of the coaching plan and incorporate them into 
your plan as needed.

Time
Involve the coachee in deciding:
•	 How long each session will be (aim for 30–60 minutes) 
•	 The number of sessions (plan for 3 to 6) 
•	 The overall timeline (leave time for the coachee to process and practice learnings)

Approach 
Involve the coachee in defining your approach to the sessions. Consider their:
•	 Goals. Do they want to get over nerves? Develop a personal style? Something else? 
•	 Preferred format. For example: in-person v. virtual, one-on-one v. small group.
•	 Preferred style. For example: a fixed plan v. a plan that evolves as you go.

Content
In some or all of your sessions, consider making space to:
•	 Set goals and define roles and responsibilities
•	 Provide public speaking resources
•	 Invite the coachee to practice public speaking, and offer constructive feedback
•	 Debrief pre-work

Communication
•	 Prioritize the coachee’s needs, comfort, and preferences, even if they don’t say them out loud. 
•	 Establish a meeting schedule and send calendar holds.
•	 1–2 days before each session, remind the coachee about the meeting, agenda, and pre-work.
•	 After each session, send a summary with action items and offer additional support.
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 Instructions: Modify the session plan below to meet your coachee’s unique needs, goals, and preferences.

SESSION 1
Build rapport, identify coaching goals, establish coaching parameters
Before the session
Ask the coachee to bring responses to the following prompt:
Please identify:

1.	 A strength you have that might help you with public speaking
2.	 An aspect of public speaking you want to work on 
3.	 Any questions or concerns you have about public speaking

During the session
Suggested agenda:
1. Set the stage. Introduce yourselves, if you don’t already know each other. Share your experience 

and/or knowledge of public speaking and ask the coachee to share the same. Consider asking:
 

    
•	 How COMFORTABLE do you feel speaking in public?
•	 How CONFIDENT do you feel speaking in public?
•	 What is your experience speaking in front of others?
•	 What is a strength you have that might help you with public speaking?
•	 What is an aspect of public speaking you want to work on?
•	 What questions or concerns do you have about public speaking? 

2.  Agree upon coaching details and flow. Discuss the coachee’s goals and what coaching might 
 look like to accomplish those goals. For example, discuss:

 
    

•	 Length of each session (e.g., 30 minutes, 60 minutes)
•	 Frequency of sessions (e.g., weekly, biweekly, monthly)
•	 Total number of sessions
•	 Session format and style (e.g., one-on-one v. small group, structured v. unstructured)

3.  Provide instructions for session 2 pre-work. 
•	 Follow @askvinh on Instagram and read Public Speaking Tips for an Introvert.
•	 Take note if you see other people (in real life or the media) using the public speaking tips 

discussed in the resources above.
 

 
•	 Reflect: What stands out to you about these tips? How might you use them, even in your 

daily life? (Try them out and we can discuss your experience during our next session.)
•	 Identify an upcoming public speaking opportunity where you can apply what you learn.

After the session
•	 Send a summary and session recording to the coachee. Consider copying their supervisor.
•	 Remind the coachee that you are available for support in between sessions
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 Instructions: Modify the session plan below to meet your coachee’s unique needs, goals, and preferences.

SESSION 2
Increase comfort with the idea of public speaking, share relevant tips
Before the session
Remind the coachee about the pre-work:

•	 Follow @askvinh on Instagram and read Public Speaking Tips for an Introvert.
•	 Take note if you see other people (in real life or the media) using the public speaking tips 

discussed in the resources above.
 

 
•	 Reflect: What tips stand out to you? How might you use them, even in your daily life? 

(Try them out and we can discuss your experience during our next session.)
 

•	 Identify an upcoming public speaking opportunity where you can apply what you learn.
•	 Come to the next session prepared to discuss this pre-work.

During the session
Suggested agenda:
1. Recap session 1. Consider asking: What from our discussion last session has stayed with you?
2. Discuss the pre-work. Consider asking:

•	 What tips shared in the resources you reviewed stand out to you? 
•	 How might you use these tips, even in your daily life? 
•	 What skill or tip did you try implementing? How did it go?

3. Create space for questions. Consider asking: What questions do you have for me?
4. Offer relevant tips. Pull from your own knowledge and experience and/or the resource list at 

the end of this plan.
 

    
5. Provide instructions for session 3 pre-work. 

•	 Watch and reflect on these videos:
 5 Public Speaking Tips to Speak with Confidence
 7 Public Speaking Tips for Beginners

•	 Prepare a mock presentation (less than 5 minutes) in which you use 3–5 skills we have 
discussed. I will ask you to deliver this presentation in our next session.

 

•	 If you haven’t yet, identify an upcoming public speaking opportunity where you can apply 
learnings from our sessions. I would like to hold our final session after this presentation.

After the session
•	 Send a summary and session recording to the coachee. Consider copying their supervisor.
•	 Remind the coachee that you are available for support in between sessions.
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 Instructions: Modify the session plan below to meet your coachee’s unique needs, goals, and preferences.

SESSION 3
Share relevant tips, provide an opportunity for the coachee to practice and receive feedback
Before the session
Remind the coachee about the pre-work:

•	 Watch and reflect on these videos:
 5 Public Speaking Tips to Speak with Confidence
 7 Public Speaking Tips for Beginners

•	 Prepare a mock presentation (less than 5 minutes) in which you use 3–5 skills we have 
discussed. I will ask you to deliver this presentation in our next session.

 

•	 If you haven’t yet, identify an upcoming public speaking opportunity where you can apply 
learnings from our sessions. I would like to hold our final session after this opportunity.

During the session
Suggested agenda:
1. Recap session 2. Debrief techniques covered in the last session and invite questions.
2. Focus on the pre-work. 

•	 Invite the coachee to deliver their mock presentation. Consider asking: Is there anything you 
want me to focus on in my observations and/or feedback?

•	 Listen, observe, and take notes on their delivery. Write down the skills you see them 
implementing and where you think there is room for improvement.

 

•	 After the presentation, tell the coachee what you think they did well. Share one 
recommendation for improvement during the session and the rest in a follow-up email.

 

3. Offer relevant tips. Pull from your own knowledge and experience and/or the resource list at the end 
of this plan.

 
    
4. Provide instructions for session 3 pre-work. 

•	 Read
 Public Speaking Checklist
 10 Tips for Improving Your Public Speaking Skills

•	 If you haven’t yet, identify an upcoming public speaking opportunity where you can apply 
learnings from our sessions. I would like to hold our final session after this opportunity.

•	 If you determine this would add value: Present in a real-world but low-stakes setting (e.g., staff 
meeting), applying the skills discussed in previous sessions.

After the session
•	 Send a summary and session recording to the coachee. Include any suggestions for 

improvement that you didn’t mention during your session. Consider copying their supervisor.
 

•	 Remind the coachee that you are available for support in between sessions.
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 Instructions: Modify the session plan below to meet your coachee’s unique needs, goals, and preferences.

SESSION 4
Prepare for a real-world public speaking opportunity, provide encouragement
Before the session
Remind the coachee about the pre-work:

•	 Read 10 Tips for Improving Your Public Speaking Skills.
•	 If you haven’t yet, identify an upcoming public speaking opportunity where you can apply 

learnings from our sessions. I would like to hold our final session after this opportunity.
•	 If you determine this would add value: Present in a real-world, low-stakes setting (e.g., staff 

meeting), applying the skills discussed in previous sessions.
During the session
Suggested agenda:
1. Recap session 3. Debrief techniques covered in the last session.
2. Discuss the coachee’s upcoming public speaking opportunity. Consider asking:

•	 How can I help you feel ready to apply learnings from our sessions to the real public speaking 
opportunity you identified?

•	 Is there anything else that would help you feel more ready?
•	 What aspects of public speaking would you like more tips on?
•	 What questions do you have for me? 

3. Offer relevant tips. Pull from your own knowledge and experience and/or the resource list at the end 
of this plan.

•	 Focus on sharing tips and resources that will boost confidence and comfort as they go into 
their real-world public speaking situation. 

•	 Schedule a time for the coachee to practice their presentation with you, if needed.
4. Provide instructions for session 4 pre-work. 

•	 Present at the real-world public speaking opportunity you identified.
•	 Reflect: What was most helpful about our coaching sessions? What other help do you think 

would have helped you (or would help you now)?
After the session

•	 Send a summary and session recording to the coachee. Consider copying their supervisor.
•	 Remind the coachee that you are available for support in between sessions.
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SESSION 5
Debrief real-world public speaking experience, validate the coachee’s growth, invite feedback
Before the session
Remind the coachee about the pre-work and offer encouragement:

•	 Present at the real-world public speaking opportunity you identified.
•	 Reflect on your experience: 

  What went well? What was challenging?
  What from our coaching sessions helped you the most during that experience? What other 
 help do you think would have benefited you (or would benefit you now)?

 
   

During the session
Suggested agenda:
1. Debrief real-world public speaking experience.

•	 What went well? What was challenging?
•	 What from our coaching sessions helped you the most during that experience? What other 

help do you think would have benefited you (or would benefit you now)?
•	 Offer encouragement and validation.

2. Offer relevant tips. Pull from your own knowledge and experience and/or the resource list at 
the end of this plan.

 
    
3. Provide closing thoughts. Again, encourage and validate the coachee. Remind them of their strengths  

and growth over the course of your sessions. Consider asking:    
•	 How COMFORTABLE do you feel speaking in public now?
•	 How CONFIDENT do you feel speaking in public now?

4. Invite feedback. What can I do to improve the coaching I provide to others going forward? Is there 
anything else you would like to share with me?

 
    

After the session

•	 Send a summary and session recording to the coachee. Consider copying their supervisor.
•	 Send a short evaluation survey. (Coachees may feel more comfortable sharing written feedback.)

 Instructions: Modify the session plan below to meet your coachee’s unique needs, goals, and preferences.
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Resources

•	 How to Give A Killer Presentation (Harvard Business Review) 
•	 Public Speaking Checklist (RHNTC)
•	 Public Speaking Tips for an Introvert (Toastmasters International)
•	 Public Speaking: Tips for Day of Presentation (MIT)
•	 4 Public Speaking Tips You Haven’t Heard Before (Lindsey Pollak)
•	 5 Public Speaking Tips to Speak with Confidence (Toastmasters International)
•	 7 Public Speaking Tips for Beginners (Alexander Lyon)
•	 9 Tips to Improve Your Public Speaking Skills (Saint Leo University)
•	 10 Tips for Improving Your Public Speaking Skills (Harvard Division of Continuing Education)
•	 16 Public Speaking Tips for Students (Very Well Mind)
•	 Follow on Instagram: @askvinh, @jefferson_fisher, @speakingwithyasir
•	 Bonus: Do Not Negotiate Who You Are (an excellent motivational speech from Brené Brown)

This resource was supported by the Office of Population Affairs (Grant TPSAH000006). The views expressed do not necessarily reflect the official 
 policies of the Department of Health and Human Services; nor does mention of trade names, commercial practices, or organizations imply endorsement 
by the U.S. Government.
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